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APPENDIX B:  Instructions and Definitions 

Unless otherwise specified, the following general instructions and definitions apply when 
providing the information requested in Appendix A. 

General Instructions 

1. Provide a separate narrative response to each question and subpart of a question set forth in 
the Information Request. 

2. Each response shall identify the number of the question, and if relevant, any subpart to which 
a response is being provided. 

3. Label each document submitted in response to this Information Request with the request 
number and subpart (if applicable) to which it corresponds.  If anything is deleted or redacted 
from a document produced in response to this Information Request, state the reason for and 
the subject matter of the deleted or redacted information. 

4. If a document you submit is responsive to more than one request, please provide one copy of 
the document and identify all the requests, by number and subpart, to which it corresponds. 

5. For each response, organize the requested information or documents chronologically. 

6. When documents or information necessary for a response are neither in your possession nor 
available to you, indicate in your response why such documents or information are not 
available or in your possession and identify any source that either possesses or is likely to 
possess such information. 

7. If any documents or information responsive to a request are not known or are not available to 
you at the time you submitted your response, but later become known or available to you, 
you should submit the new information as a supplement to your response.  If at any time after 
submission of your response you learn that any portion is or becomes false, incomplete, or 
misrepresents the facts, you should notify the EPA of this fact as soon as possible and 
provide a corrected response.  If any part of the response to this Information Request is found 
to be false, the signatory to the response and the company may be subject to criminal 
prosecution. 

8. If you claim that an entire document responsive to this Information Request is withheld on 
the basis of a privilege, identify the document and provide the basis for asserting any 
privilege.  For any portion of a document that you claim is withheld on the basis of a 
privilege, provide the portion of the document for which you are not asserting any privilege; 
identify the portion of the document for which you are asserting any privilege; and provide 
the basis for such an assertion.   
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9. You should provide responsive documents or information even though you consider it 
confidential information or trade secrets.  You may assert a business confidentiality claim for 
part or all of the information requested, as set forth in 40 C.F.R. Part 2, Subpart B.  
Information covered by such a claim will be disclosed by the EPA only to the extent and only 
by the procedures set forth in 40 C.F.R. Part 2, Subpart B.  If no confidentiality claim 
accompanies the information when the EPA receives it, the information may be made 
available to the public by the EPA without further notice to you. 

If you would like the EPA to treat any information, document, or response as “confidential,” 
you must advise the EPA by placing on or attaching a cover sheet to any document or 
prefacing any response such language as “trade secret,” “proprietary,” or “confidential 
business information.”  You must clearly identify allegedly confidential portions of otherwise 
non-confidential documents, and you may want to submit these separately to facilitate 
identification and handling by the EPA.  Pursuant to 40 C.F.R. Part 2, Subpart B, the EPA 
may at any time send you a letter asking you to substantiate your confidentiality claim. 

General Definitions 

All terms used in this Information Request shall have their ordinary meaning unless such terms 
are defined in the Clean Water Act, 33 U.S.C. §§ 1251-1387, or the Clean Water Act’s 
implementing regulations.  The following specific definitions shall apply to the Information 
Request: 

1. “Or” shall mean and/or. 

2. The singular form of a noun or pronoun shall be considered to include within its meaning the 
plural form of the noun or pronoun used, and vice versa; and in a similar fashion, the use of 
the masculine form of a pronoun shall be construed to also include within its meaning the 
feminine form of the pronoun, and vice versa; and in a similar fashion, the use of any tense 
of a verb shall be construed to also include within its meaning all other tenses of the verb so 
used. 

3.  “Document” is used in its broadest sense and shall mean and refer to all written or graphic 
matter of every kind and description however produced or reproduced, whether draft or final, 
original or reproduction.  
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